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THE MEUICAL ETAFP

A poticesable inereese in e aco;fe' of the overall Medical progran
was avident throughout the entlre Nodlcal Steff resulting in an incresse
in records holdings and 71ling equipwent since the iatroduciion of the
Resords Ywempement Program In 1953. The records holdinge have incressed
frem ATZ awbic feet which were maintained in 97 pleces of filing cquip-
ment t5 560,7 cublic feet now oscupying 126 pleces of £iling equipmert.
A breskiown of the equipment {aventory is sitached.

RECOMMENRATIOND

1. That the Medical Stafl consollidate all wedical files on Agency
ouployses into one slphabeticel or mumericsl file which cen be servieed
from & centrel lcemtion,

At present several series o7 eaployess case files, card Tiles an?
indicss sare located in various &ivislons and branches throughout the
Nedicel Btaff. These Tiles cosnsfst of the medical charts, x-rays,
bealth cards, imsunization records, peyehiatric files, anl the
peiehological interview files, as well 8s losator indlcep. Consider.

: &ﬂﬁ shald be given to bringing fopether as meny of these series

pmoticatle for both economy and efficiency purposes.

9. Pt m@% records disposition program be carried out,

Since the initlel applicstion of the resords d{sposition progran
{n Deeswber 1953, 186 cubie fpet of recordn (the sguivelent of 26 L-
dvawer sufes) heve been retired to the Records Center, The wajority
@t these records have been trocsferred frow the Registrar’s Section
and the YXray Brasch. Through contiwed application of the disposition
schedule the personnel in the Tray Branch have been able to reduce the
Xray f1les from 187 cubic feet to 114 eubic feet mnd the Tiling equip-
pent fros 11 to 7 Xray cebinets. Buch mecomplishment reflecis s
eontinuing interest in the dis tion progrem, There are, however,
other aress where no retiremert of records has been acdoopiished to Zate,
In these sresas 1sok of f1ling space is becowing & mejor problem. The
records 4isposition plan fes Tor the rvetiremen® &f lmmotive recoris
frow office pent t0 less expensive stovage sveas, thereby releasing
office space active an? sceusulating records.

3. That the Peyehlatric Division consider a re-eva'uation of the
perscial interview files.

These Tiles have increaself frow 1.5 eubic feet to 32 cubic feet

since 19%%, and nonecof the ineetive recorde have been removed from
the r1les, The Medical Btaff previously sgreed to the destruction of
these Ciles one your after they had baen evalusted, except Tor those
which become & pevt of ibe Peghlatri: Interview ties, The suldi:
revenlsd thet the dlsposition {~struciions have not been followed.
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During the 195€ audit these Tiles were incorporated with the Psychistric
Cuse Tiles and the retention pariod was inereased to conforw to that
sssigned to the Medicel Chart files, {Item 45) However, it is
felt that such a long term retention od for thes: interview files
is not varrsnted. A suggested retention period of 5 years after
svaluation sppesrs to be sdeguate. In any event, 1t is felt thet these
gi.n epuld surely be destroyed upon scparmtion of the employee from

%, That the method of t'1ling health cards, Forw 2055, in the Health
Rooms be changed.

In the Health Rooms two file systems sre being mainteined for the
sane & records., One tew utilizes folders for esch letter of
the slphabet into which the health cards are filed alpbabetically. This

appasrs 10 be adequate Por the volume of cards accumulated., The

other area has expanded its records holdings from b cudbie feet to 16
cudle feet; much of this expansion is due to the method of filing used.
Each heslth card is maintetoed in ar individus) scco-type folder. The
osrd form 295Y 1is s0 deslgned that e folder is no: required for f{ling
mh Guide cards may be used to desigomte ecach letter of the
alp T -and they will also serve to waintain the cards in an upright
position, By elfminatirg indi-idusl folders a savings in spece will
be realised to the extent that one safe could bve relessed snd, in
sddition & savings would result in time required to prepare the folder
!f:r the files and to fasten ih: health ecard inside the individual
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Replacement
~ Yalue

$ T728.90
8488.80
5203.80
660.80
882.00
1085.00
1240.70
558.50

$18848.50



